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WordPress | Welcome

If you are reading this, you must have a beautifully designed, well-functioning,
responsive WordPress website created by the GIC. Congrats! We are excited to

work with youl!

In this training guide you will learn how to update your website with ease. This
guide will teach you how to use these blocksto update your site. There are
blocks available for all kinds of content: paragraph text, headings,

images, lists and more! With blocks, you can do more with fewer plugins and

create modern layouts that work across all screen sizes and devices.

Keeping your website up to date is a very important job, as you are helping to
connect Delaweareans to their government! Try to have fun while updating
your website, update often, flex your creative muscles and always remember
to call the GIC if you get stuck and need help! The

power is in your hands.




WordPress | Add a New Page

(Add a New Page:

© Go to “Pages”,

» Choose “"Add new".
(To edit - click on page title or edit under it)

» Add page title. (Keep short for navigation and
search engines)

» Add page content/images/links.

» Put all relevant “tags” in the “Tags” section with a
“" separating each.

» If the page is a part of a larger section, for
instance, this page is a “News Archive” page and
should be a part of “News", select the appropriate
“Parent” page from the right column menu.

\_ » Save as Draft or Publish/Update. Y,

" Add a Page to the Top Menu:

© Go to “Appearance”.
» Choose “Menus”.

» Select the “Main Navigation” menu from the
select bar.

» In the first column on this page you will see a
mini menu titled “Pages”. Select the
corresponding checkbox to the page you would
like to add to your menu.

» Click “Add to Menu".

» Your page is now a menu item in the navigation.
You should see it to the right, listed with the
other menu pages.

» You can also edit the title of this page here to
make it shorter on the navigation menu, if
\_ desired.

J
- . )
Position Page in the Top Menu:

» Now that you have added your page to the

navigational menu you must position it to where
you would like it to appear.

» Drag and drop where you would like your page
to appear in the navigation.

» If you would like your menu item to appear as a
sub-menu item you would drag and drop it so it
is below and slightly indented under the parent

page.
» If you would like your page to appear as its own
menu item, make sure it is not indented under

another page. It should line up with the other
“top-level” (parent) pages.

» Click the “Save Menu” button.

Pages Menu:

@ Pages

Choose “Add New” All Pages
Add New
Categories

Tags

Pages

All (36) | Mine (32) | Published (30) | Drafts (6) | Trash (1) | Corn:

[ Bulk Actions v H Apply l l All dates v l l All Categ
() Title Author
() (notitle) — Draft dosblogs
() 302 Fellowship dosblogs

\ List of pages, can click on page name or
edit to edit the page or post.

Add title

Select which page you would like to

Appearance menu: add to the navigation here:

Add menu items

X Appearance

Pages A

Themes

Most Recent ~ View All  Search

Customize
D Submit a Request for Custom
Widgets Digital Graphic, Logo, Branding, or
Print Materials
(0) 302 Fellowship
() 302 Fellowship Archive
() Delaware News
() social Media Access

D Link Shortener

Menus

() select Al

Add to Menu

Below is an example of menu structure. “Programs” is a top
level (“parent”) menu item. “Programs and Expertise” and
“GIC Current Projects” are sub-menu (“child”) items under
“Programs”. Please note that our responsive menu items
only go one level deep. For example, you cannot place
another page under “Programs and Expertise” as this would
break responsiveness on mobile devices.

Programs Custom Link v

Programs and Expertise sub item

Page v

GIC Current Projects sub item Page ¥



WordPress | Delete a Page/Remove from Site Navigation

Delete a Page:

© Go to “Pages”.
» Locate the page you want to delete.

» Hover over the title name of the page. You will
see options appear below it. Click the link that
says “Trash”. An alternate way is to open the
page and under the section “Publish” click the
link that reads “Move to Trash” and click the
“Update” button.

© If you delete a page it will automatically be
deleted from the navigation.

Remove a Page from the Top Menu:

© Go to “Appearance”.
» Choose “Menus”.

» Select the Main Navigation menu from the
select bar.

» Under the “Menu Structure” section, find the
page you would like to remove from the
navigation and click the down facing caret.

» Click the link that says “Remove”.
» Then, click the “Save Menu” button.

© Use these steps when you do not want to delete

a page but want it hidden from the navigation of the
site.

One option is to hovor over the selected page and click “Trash”.

(1) Accessibility Central
Edit ' Quick Edit ' Trash View

Another option would be to open the actual page and click “Move to Trash”
under the publish section.

Document Block X
Status & visibility ~
Visibility Public
Publish May 7, 2018 4:05 pm

Author

dosblogs v

Move to Trash

O If you accidently trash a page, don’t worry. You can restore the page by clicking the “Trash” link at the top of the
“Pages” page. Hover over the page title name you would like to restore and click the “Restore Page” link. It will now
automatically be placed back into the pages listing. You can delete a page permanently but, please be aware if you

do this, the page will be gone and the GIC cannot restore it.

Pages

All (36) | Mine (32) | Published (30) | Drafts (6) | Trash (1) | Cornerstone content (0)

() (notitle)

Restore  Delete Permanently

/



WordPress | Manage Footer Links

Add a Page to the Footer: :emes
& Plugins ustomize
- ’ Widgets

& Users

© Go to “Appearance”.

» Choose “Menus”. & Tools

Settings

» Select 1 of the 3 columns in the footer from the
select bar.

» In the first column on this page you will see a
mini menu entitled “Pages". Select the
corresponding checkbox to the page you Pages a
would like to add to your footer column.

» Click “Add to Menu”.

Most Recent  View All  Search

» Your page is now a menu item in the
navigation. You should see it to the right, listed

with the other menu pages. e
Web Standards

Accessibility Central

» You can also edit the title of this page here to

. . . . State Agency Websites
make it shorter on the Navigation menu, if

desired. eGovernment
Municipal Websites
The State Portal
Remove a Page from the Top Proarams & Expertise
Men u. Select All Add to Menu
© Go to “Appearance”. Posts i
» Choose “Menus”.
Custom Links v
» Select 1 of the 3 columns in the footer from the
select bar. Categories -

» Under the “Menu Structure” section, find the
page you would like to remove from the Tags v

navigation and click the down facing caret.
. . Format v
» Click the link that says “Remove”.

» Then, click the “Save Menu” button.

Select a menu to edit:  GIC Footer Menu Column 1 (Footer Menu Column 1) = Select  or create a new menu.

Menu Name  GIC Footer Menu Column 1

Menu Structure

Drag each item into the order you prefer. Click the arrow on the right of the item to reveal additional configuration options.

About the GIC Page

Programs Page v




WordPress | Add a New Heading

-

Add a New Heading:
© Click the plus sign in the top left corner.

the block options.
» Click the “Heading" block option.

» A new “Heading" block will appear.

select which type you would like it to be.

are set and styled to match your site's
branding.

» You can search for “Heading” or scroll through

» You can type your new page heading and then

(example: H2, H3, H4). Each of these headings

[@]o « o -

Heading Block:

m Heading 2

H3 Heading 3

H4 Heading 4

Test Heading

J

= 7
/ Search for a block Content blocks
Welcome to the wonderful world of blocks!
Blocks are the basis of all content within
Most used "
the editor.
There are blocks available for all kinds of
o =
o content: insert text, headings, images,
lists, videos, tables, and lots more.
Page Break Classic NextGEN
Paragraph Gallery Browse through the library to learn more
about what each block does.
qa =} H
oYy
Paragraph Image Heading
= = 99
Gallery List Quote While writing, you can press / to
quickly insert new blocks.
heading X
Common Blocks A

H

Heading



WordPress | Add a Paragraph Block

Add a Paragraph Block:

© Click the plus sign in the top left corner.

» You can search for “Paragraph” or scroll
through the block options.

» Click the “Paragrah” block option.

» A new paragraph block will appear. You can
now add text and links.

» There are options to make your text bold
or italicize and/or choose text alignment.

® © ® = 7/

Paragraph b4 qT Paragraph
Start with the building block of all
narrative.

Common Blocks A

q

Paragraph n a village of La Mancha,

the name of which I have

no desire to call to mind,

there lived not long since
one of those gentlemen that keep
a lance in the lance-rack, an old
buckler, a lean hack, and a

greyhound for coursing.

O To add a link highlight the text you would like linked and then click
Paragraph Block: the chain link icon. A window will pop up that you can add your link
destination to. Make sure to toggle the “new tab” option if linking out

q- = - 8 1 pe——— toasiteotherthanyourown.

© You can utilize the up and down arrows to adjust ®
the placement of your block.



WordPress | Add a PDF (File Block)

-
Add a PDF (File Block):

© Click the plus sign in the top left corner.

» You can search for “File” or scroll through the
block options.

» Click the “File” block option.
» A new “File” block will appear.

» Select the “Upload” button to add a new PDF.
Select the pdf you want to add from your
computer and click “open”. If you want to edit
the title text of the PDF appearing on the page
simply highlight the text and edit.

» Select the “Media Library” button to select a
PDF that has already been uploaded to your
site.

» It is a best practice for PDF's to open in a new
tab. Make sure to toggle the “Open in new \
tab” option on.

» If you do not want the “Download” button to
appear next to the link you can remove it by
toggling the “Show download button” under

: N
the “Block” section to off.
File Block:
Oy = v Replace v ¢
PDF TEXT

3 File

Upload a file or pick one from your media library.

‘ Upload ’ ‘ Media Library ’

File Link Options:

Document Block X

D File

Add a link to a downloadable file.

Text link settings A
Link to
‘ Media file v

Open in new tab

Download button settings A

Show download button

Formatting ~

X X, e <> A Q@

Text Color v

Advanced v



WordPress | Add Columns/Add a Button

(Add Columns:

© Click the plus sign in the top left corner.
» You can search for “columns” or scroll through

the block options.
» Click the “Columns” block option.

» A new “Columns” block will appear.

» Select which column variation you would like

to start with.
» Once you select your column layout, the

column layout will appear with plus icons.
You can then select what type of blocks you

want to place within each column.

©
jil
N,

® 9

columns|

Layout Elements

0D

Columns

© Click the plus sign in the top left corner.

» You can search for “buttons” or scroll
through the block options.

» Click the “buttons” block option.

» A new “buttons” block will appear with the

default black button.

» Add your button text. For example “View More”.

» Next, style your button but using the options
to the right. (background color, shape, etc.)

» To link the button up, you want to place your
cursor on the text and click the chain link icon.
Place your url in the input box. Finally click the

arrow submit button.

J

K j Sample two column block:
[III M E M 5 This is column 1 This is column 2
®
[ columns
Select a variation to start with.
Skip
® 9 ¢c O = 7
( \ buttons X
Add a Button:
Layout Elements A

O

Buttons

Write file name...

| Oy & | B I v

a -

https://delaware.gov |

@ https://delaware.gov
Press ENTER to add this link

O Open in new tab



WordPress | Add a Image

Image Block:
[ \ o =+ pe / to choose a block
Add a Image: .
© Click the plus sign in the top left corner. —
» You can Searc_h for Image or ScrO“ through Upload an image file, pick one from your media library, or add one with a URL.
the block options.
H u " . Upload Media Lib| | f URL
» Click the “Image” block option. l pload | | Media tibrary | Insert from
» Select the “Media Library” button.
» You can then upload a new image by selecting
the “Upload Files” tab and dragging and Media Library - Image Upload:
dropping your new image in or by clicking the Media Lbrary (s
“Select Files” button and searching your Dropfles o pload
computer for the image. =
» You can select an image that is already R
uploaded to your website by selecting the
\ “Media Library" tab j B9 | Almedia tems v | [ Al dates ~ | [ Buikseect |
Attachment Details: ‘ #_
achmen etalls % % 2
ATTACHMENT DETAILS
HATIA;’::I.IOO
LOVERS DAY
b
ZooLoversdaySMPos-April-2019-eagle.jpg Document Block X
AL 2 O To the right there is a menu
P fim ttings to select from. Yo
1024 by 1024 pixels [ Image of Image setling - You
Edit Image Insert an image to make a visual can adjgst the alt text and select the
Delete Permanently statement. image size.
Alt Text | Image of a bald eagle for | Styles v
Describe the purpose of the
image. Leave empty if the Image settings ~
image is purely decorative.
Alt text (alternative text)
© When uploading a new 4
image make sure to fill out the fmmﬂ{;—ﬁwfﬁﬂ
u " H t ti
Alt Text” portion of the e Py e mage B parey
" . . ecorative.
Attachment Details” section.
This feature is important for Image size
screen readers. You will want l l
. . Large v
to describe the image as best
as possible. o
Image dimensions
Width Height
[1024 ] [538 ]
25% 50% 75% 100% Reset
* | Advanced v




WordPress | Add a List/Add a Quote

-
Add a Bulleted List:

© Click the plus sign in the top left corner.

» You can search for “List” or scroll through the
block options.

» Click the “List” block option.

» A“List” block will appear with the first bullet
ready to fill out.

» Simply hit return to add another bullet to

your list.
=v E = 3 B I & -
. e BulletItem 1
e Bullet Item 2
o Itis easy!|

Add a Quote:

© Click the plus sign in the top left corner.

» You can search for “Quote” or scroll through
the block options.

» Click the “Quote” block option.

» A“Quote” block will appear ready for you to fill
enter the quote and a special place for the

citation.
99 =+ B I & -~
This is a quote block!
Citation goes here....

list|

Common Blocks

List

Quote

Common Blocks

72"}

Quote

10



WordPress | Add Extra Space/Add a YouTube Video

® © ® = 7/
4 )
Add a Spacer:
Spacer X
© Click the plus sign in the top left corner.
» You can search for “Spacer” or scroll through
the block options. Layout Elements ~
» Click the “Spacer” block option.
» A“Spacer” block will appear. ’s
» You can adjust the height of the space by Spacer
dragging and the tiyn blue circle up or down.
- J
A
4 ) -
Add a YouTube Video Embed: ® © © =7
© Click the plus sign in the top left corner.
YouTube| x
» You can search for “YouTube” or scroll
through the block options.
» Click the “YouTube” block option. Embeds ~
» A“YouTube” block will appear.
» Paste the URL for the YouTube video you want o
to share into the input box.
YouTube
\_ * Click the "Embed" button. Y,

@ YouTube URL

Paste a link to the content you want to display on your site.

Enter URL to embed here...

[E=

Learn more about embeds [

11



WordPress | Create a Reusable Block

-
Create a Reusable Block:

a lot throughout your website, click the 3
vertical dot menu to create a “Reusable” block.

» From the menu of options select “Add to
Reusable blocks”.

» The block you were working on will transform
to an input field where you can name the
resuable block you just created.

» Click the “Save” button.

» To using this resuable block in the future, click
the plus sign and type in “Resuable”. You will
now find all the resuable blocks you have
saved.

-

© After creating a block that you feel you will use —

~

[ 4

~

(1]

£+ Show Block Settings

o%,

W Duplicate

6 Insert Before

@ Insert After

v Edit as HTML

=4 Add to Reusable blocks

Group

W Remove Block

©#D

8T

&Y

~\Z

Name: [ Untitled Reusable Block

B

v

Reusable ~
Tiny Spacer Sample

Reusable Block

Manage all reusable blocks

12



WordPress | Revert Back

Revert Back:

© To revert back to an older version of your page
or post, select the “Revisions” button under the
“Document” tab on the right hand side.

» A new page will open where you can then use
a scale bar to review previous versions of your
content.

» The newer content will be to the right and the
items that are different from the previous
version will be highlighted in green and the
older content will be higlighted in red.

» Once you find the version in which you want to
revert back to click the “Restore This Revision”
button.

Compare Revisions of “302 Fellowship"

& Return to editor

Previous LT LILELILT

Revision by dosblogs
2 years ago (15 Mar @ 15:54)

Title
302 Fellowship
Content

&nbsp;

<h2><img class="size-medium wp-image-4426 alignleft" src="https://gic.delaware.gov/wp-
content/uploads/sites/2/2019/01/302-1ogo-charcoal-300x214.png" alt="Image of the 302 logo"
width="300" height="214">About the 302 Fellowship</h2>

<hr class="clf">

— The State of Delaware introduced a new photography program called the <a
href="https://gic.delaware.gov/302-fellowship/302-fellowship-archive/">302 Fellowship</a>. The
program goal is building an image library for our digital presence that highlights our beautiful
state of Delaware, showcases its hidden gems, and supports local photographers. We built a pool of
photographers in all three counties to submit photos from all over Delaware.&nbsp; Members of the
fellowship submit pictures on a monthly basis and are compensated on a per photo basis.&nbsp;The
program runs for one year.

&nbsp:

i

Document Block X
Status & visibility ~
Visibility Public
Publish May 7, 2018 4:05 pm
Author dosblogs v
Move to Trash

Yoast SEO ~

@ Readability analysis: Needs
improvement

@ SEO analysis: OK

Improve your post with Yoast SEO

¥D 131 Revisions

Permalink v

Revision by dosblogs
2 years ago (13 Mar @ 17:32) -
(C) compare any two revisions

[(NENRRRNNRENNRRNEC IIIII
Restore This Revision

302 Fellowship

&nbsp;

<h2><img class="size-medium wp-image-4426 alignleft" src="https://gic.delaware.gov/wp-
content/uploads/sites/2/2019/01/302-10go-charcoal-300x214.png" alt="Image of the 302 logo"
width="300" height="214">About the 302 Fellowship</h2>

<hr class="clf">

The State of Delaware introduced a <strong=new</strong> photography program called the <a
href="https://gic.delaware.gov/302-fellowship/302-fellowship-archive/">302 Fellowship</a>. The
program goal is building an image library for our digital presence that highlights our beautiful
state of Delaware, showcases its hidden gems, and supports local photographers. We built a pool of
photographers in all three counties to submit photos from all over Delaware.&nbsp; Members of the
fellowship submit pictures on a monthly basis and are compensated on a per photo basis.&nbsp;The
progran runs for one year.

&nbsp:

13



WordPress | Yoast SEO Plugin - Focus Keyphrase

What is Yoast SEO?

- Yoast provides metrics / ratings for each page to enhance search engine results and yields recommendations to
boost traffic based on the content of each individual page using four (4) different colors:

o Gray - Neutral rating (or more content needed)

o Green - Optimal / sufficient use of keywords and phrases within content a page
o Orange - Some content and keywords may need fine-tuning

0 Red - Least optimal rating

-

Yoast SEO - “Keyphrase”:

© Select “Pages” from the left navigation.

» Open a page that you would like to add SEO to.
Please note you should be adding SEO to all of
your pages for the best results.

» Scroll down to view the Yoast SEO feature which
will most likely be under the text editor section.

» The “SEQ" tab should be selected.

» In the input box under “Focus Keyphrase” add a
keyphrase that explains the overall purpose of
this page. For example, if you have a page all
about your town'’s park, your keyword could be
“park”.

» Next, above “Focus Keyphrase”, you will see a
section where you can see your “Google Preview
and you can edit here as well. Click the “Edit
Snippet” button.

» Where it says “Meta decsription”, add a short
descriptive sentence pertaining to what this page
is all about. Yoast will let you know if the
sentence is too long. Your meta discription
should have your keyword included in it.

» Below the section “Analysis”, you will see some
tips on how you can improve this page’s SEO and
where you have excelled. Simply look at the
colors to guide you on how to improved your
page's SEO. Green is good, orange is okay and
red needs improvement.

» Always strive for a green rating but orange is
okay too! You should never have a red rating.

~

Yoast SEO

® SEO @ Readability

«& Social

Focus keyphrase @

hotography fellowship

Google preview

Preview as:

(® Mobile result () Desktop result

@ https://gic.delaware.gov » 302-fellowship

302 Fellowship - Government Information Center
The State of Delaware has started a m
new photography program called the (

302 Fellowship. We built a pool of 302)

photographers from all three counties to

SEO title

© Insert snippet variable

Slug
302-fellowship
Meta description © Insert snippet variable

The State of Delaware has started a new photography program called the 302 Fellowship. We built a
pool of photographers from all three counties to submit photos from all over Delaware. The program
runs for one year.

@ SEO analysis
photography fellowship

+ Add synonyms
+ Add related keyphrase

| Did you know Yoast SEO Premium also analyzes the different word forms of

Go Premium! »
your keyphrase, like plurals and past tenses? e

Analysis results

~ Problems (4)

@ Keyphrase in introduction: Your keyphrase or its synonyms do not appear in the first paragraph. Make sure the topic is

clear immediately.

@ Keyphrase density: The focus
for a text of this length. Focus on your keyphrase!

@ Keyphrase in subheading: Use more keyphrases or synonyms in your higher-level subheadings!

@ Keyphrase in title: Not all the words from your keyphrase "photography fellowship" appear in the SEO title. Try to use

the exact match of your keyphrase in the SEO title.

A Improvements (4)

14

was found 1time. That's less than the recommended minimum of 4 times
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WordPress | Yoast SEO Plugin - Readability/Rating/Social

/ “ HH ", \ Yoast SEO
Yoast SEO - “Readability”:
M «¢ Social
© Select the tab that says “Readability.” T aaysisresuts ©
» Under “Analysis” you will see some tips on how " e
. . m e I . . @ Consecutive sentences: The text contains 2 instances where 3 or more consecutive sentences start with the same @
your page is rated in “Readability”. This section word. Tn.to mix things up!
Wi I | give yo u ti ps O n h OW to i m p rove you r pagels [ ] :s:::g,i:gsd‘i:‘i:?::x:rl::zg;;:f your text is longer than 300 words and is not separated by any subheadings. Add
k rea d a b i | ity_ / @ Paragraph length: 1 of the paragraphs contains more than the ded { of 150 words. Shorten your | @
paragraphs!

A Improvements (3)

/ . \ ® Flesch Reading Ease: The copy scores 54.2 in the test, which is considered fairly difficult to read. Try_to make shorter
Check your SEO Rating:
Document Block X
© Check your page’s rating. status & visblty .
» In the Pub_Ilsh page section of )’/our page, you will Visiilty bublic
see a section where your page's rating will be
i Publish May 7, 2018 4:05 pm
displayed Y
» You will see a rating for “Readability” and “SEQ”. ™ Author
. . . . M Trash
» Keep in mind green is great, orange is okay and oueoes
red means this page needs some work. Voast SEO R

» Please note you can also view the pages rating

. . @ Readability analysis: Needs
\_ when you look at the page list view.

improvement

@ SEO analysis: OK

AN

-
Yoast SEO - “Social”:

Improve your post with Yoast SEO

© Select the tab that says “Social”.

» Add a custom title, description and image to
narrow down how you would like this page to be
displayed on Facebook and/or Twitter.

» Please note the proper image sizes for both
Facebook and Twitter are provided next to the
image upload area. Please make sure to
compress all images.

- J

Yoast SEO

!

@ Sc0 @ Readability % Social

Facebook v

Twitter v

gic 15



WordPress | Emergency Notification System

All (22} | Published (2:

Comments
» Bulk Actions 5 2

Enable the Emergency Notifcation Themes
Bar: K¢ Plugins

Widgets
aa Users

© Click on “Appearance” in the left navigation and
then select “Customize”. /& Tools

» Click on the button that says “Emergency
Notifcation On/Off"” that is located on the left.

» Check the checkbox next to the text “Check khox
to enable ENS System”.

» Place the desired text you would like the X m

emergency banner to read in the the text box
where it says “ENS text goes here.” Customizing

» Place the URL in which you would like the Emergency Notification On/Off
Emergency Notifcation to link to in the input box
below the text “ENS URL Here".

» Finally, click the blue “Save & Publish” button
atthe top. Check box to enable ENS System
» Make sure to go out to your live site and test to
ensure the emergency notification banner is
displaying correctly. ENS text goes here.

Menus

Emergency Notification On/Off |

Toggle ENS Notification System

Enter Emergency Text Here:

**Please reference this sample notification.

Disable the Emergency Notifcation .

Ba r. https://example-emergency-link.gov

© Click on “Appearance” in the left navigation and
then select “Customize”.

» Click on the button that says “Emergency
Notifcation On/Off” that is located on the left.

» Uncheck the checkbox next to the text
“Check box to enable ENS System”.

» Click the blue “Save & Publish” button at the top.

» Make sure to go out to your live site and test
to ensure the emergency notification banner is
displaying correctly.

gic 16



Custom Functions

**These may not apply to your particular website**
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WordPress | Add/Delete a News Post

Add a News/Notice Post:

© Go to “Posts” in the left side nav.
» Choose “Add new".

» Add content. (Post title, text, tags, links,
images, etc.)

» Publish or Save Draft.

(if it does not show up on the live site, check your
status in the Publish box. Also in the Publish box, you can
edit publish date, or type by choosing draft, etc.)

© Make sure to add tags into your post. Tags
make it easier for people to find your content.
You can add tags one at a time by clicking the add
button or hitting the enter/return key on your
keyboard. Or you can add multiple tags at time by
separating them with a comma as you type and
then click add.

© If you save it as “Draft”, you can preview it in
the Publish box by selecting “Preview".

© Please paste text that is copied from another
file such as Word into NotePad or other text
editor to remove code that is inserted. This code
is not visible to you, but shows up in the
WordPress details editor box.

Delete a News/Notice Post:

© Go to “Posts” in the side nav.

» Hover over the title link to the post you want
to delete.

» You will see options appear below the title.
» Click on the red “Trash” link.

» That post is now in the trash and can only be
restored if you click on the trash link, hover
over the title of the post and click the
“restore” link that appears below.

O If you empty the trash the post will be gone.

Posts menu> * Posts

All Posts

© Some websites will have Posts Add New

enabled in order to Post News that
is not in news.delaware.gov

Categories

Tags

Posts list>>  w we

Tags A

Add New Tag

Tags go here|

Separate with commas or the Enter key.

Document Block X
Status & visibility ~
Visibility Public
Publish Immediately,

[ September v H 2020 }

AR SR G C

O

— September 2020 -
Mon Tue Wed Thu Fri Sat Sun

1 2 3 4 5 6

7 8 9 10 M 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28@30

Calandar Haln

Accessibility Central
Edit Quick Edit Trash View

/|
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WordPress | Manage the Bootstrap Carousel

What is a “Bootstrap Carousel"?
A “Bootstrap Carousel” is the slideshow of images on your home page. You cannot add more images or take any
images away. But, you can change the image, title, description and link.

|C\ )

 Add Images to the Carousel: R

“Customize”.

» Click on the button that says “Home Page Slide Show
Editor” that is located on the left.

AN

homepage design on the right.

» First, upload a new image from your desktop or from the
media uploader.

» Make sure the image is the appropriate size and
orientation.

» Fill in descriptive alternative text in the “Alt Text” field.

» Once uploaded to the carousel you should see your image
appear in the slideshow to the right.

» Next, fill in the title of the image in the “Title" field.

» Fill in some description text for the image in the
“Description” field.

» Put a link in the “Link” field, this will make the image
clickable and send a user to the right page that the image
represents.

» Repeat until all the images are uploaded to the carousel.
© Make sure you are only uploading landscape oriented

photos to the Carousel. Portrait oriented photos will not
display correctly.

© Please take note of what size the image needs to be, this is
listed on the carousel page.

k0 When making a caption try to keep it to one sentence. )

~

-
Delete an Image from the Carousel:

© Click on “Appearance” in the left navigation and then select
“Customize”.

» Click on the button that says “Homepage Carousel” that is
located on the left.

» You will see a list of all your images and filled in fields on
the left and your homepage design on the right.

» Remove an image by clicking on the “Remove” button or by
clicking on the “Change Image” button and uploading
another image in place of it.

O If you upload a new image or change the image in a
slideshow please make sure to change the title, description,
and link URI text too.

© Click on “Appearance” in the left navigation and then select _|_ —>

» You will see a list of options on the left and your 4

All (22) | Published (22

Comments i
Bulk Actions § 2

Themes

Plugins

Widgets

Users
Menus

Tools
Emergency Notification On/Off
Home Page Slide Show Editor

Legislative Involvement & Special
Events

Customizing

Home Page Slide ShowE...

Update or Edit Slideshow Images and Links

Upload first image:

Upload your first slider image here. Image
must be 640px wide by 480px tall. Image
should be .jpg or .png compressed using
Compressor.io.

Remove Change Image

Headline Text Here:

Disability Awareness Month Poster Cont

Descriptive Text Here:

View winners from last year and submit

Slide 1 URL Here:

fwp-content/uploads/sites/7/2016/10/pc

19



WordPress | Edit and Update a Custom Function

What is a “Custom Area”?

“Custom Areas” are portions of your homepage that are uniquely designed based off of your agency’s needs and
wants. These may include programs, services, a section featuring your divisions, etc. Each custom area is different,
but they will most likely feature a place to upload an image and change text or a link.

[ Add Images to a Custom Area:

© Click on “Appearance” in the left navigation and then select
“Customize”.

homepage.

» You will see a list of options on the left and your
homepage design on the right.

» First, upload a new image from your desktop or from the
media uploader.

» Make sure the image is the appropriate size and
orientation.

» Fill in descriptive alternative text in the “Alt Text" field.
» Once uploaded to the page you should see your image
appear on the homepage to the right.

O Please take note of what size the image needs to be, this is
listed on the Custom Area page.

©® When making a caption try to keep it to one sentence.

-

» Click on the button(s) that describe a feature of your \

~

Update Text in a Custom Area:
© Click on “Appearance” in the left navigation and then select
“Customize”.

» Click on the button(s) that describe a feature of your
homepage.

» You will see a list of options on the left and your
homepage design on the right.

field.

» Fill in some description text for a section of the custom
area in the “Description” field.

» Put a link in the “Link” field, this will make the image/icon
clickable and also may put a “Read More" link at the end of
the section.

© Please take note of what size the image needs to be, this is
listed on the Custom Area page.

\O When making a caption try to keep it to one sentence.

» Fill in a title for a section of the custom area in the ”Title"\

~

J

Comments
» Bulk Actions %

Themes

4 A Plugins

Widgets

o Users

Menus
# Tools

Emergency Notification OnfOff
Home Page Slide Show Editor

Legislative Involvement & Special
Events

:

Customizing

Legislative Involvement & ...
Update or Edit the 2 sections on the
Homepage

Upload or Change Legislative
Involvement Image:

Upload or Change Legislative Involvement
Image Here. Image must be 1000px wide
by 400px tall. Image should be .jpg or .png
compressed using Compressor.io.

Remove Change Image

Enter Title Here:

Legislative Involvement

Enter Description Here:

<br [><a href="/legislative-letters/">Po:
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WordPress | Create/Add Photos to a Photo Gallery

G

( Add a New Gallery:

© Click on “Photo Gallery” in the left navigation
menu.

~

/

» Click on the “Add Galleries/Images.

» Click on the “Add New” button to add a new
Gallery.

» Fill in the “Name”, “Slug” (or link url for this
gallery), and a short description in the
“Description” field.

» Click on the “Save” button and look at “Step 2"
below...

-

Add Photos to your Gallery:

© Click on the “Add Images” button.

» In the file browser window click on the “Upload
Files” button to drop in photos from your
computer desktop or another source.

» Select all the photo you want and click on the
“Add selected images to gallery” button.

» Make sure all the images you want in the gallery
are present on this page. Move on to Step 3...

AN

Gallery me Photo Galle
ry
/ Add-ons Albums
Tags

© Collapse menu

Options
v (&) Galleries Themes
Generate Shortcode
Get Pro
Featured Plugins

Featured Themes

- EEeE
\

(23 Create new gallery

Name: *
Slug:
Gallery content type: Standard -
Visual  Text

b/ link b-quote det ins img ul ol li code more

close tags

Qescription:

-

Display your New Gallery:

© Go to Pages.

» Add a new page into your pages list and
title that page according to your “Photo Gallery”
title.

» Click on the blue “G” camera icon in the toolbar.

»,Choose a display option to put your gallery on
the page and then select the appropriate
gallery from the drop down.

» Click on the blue “insert” button and then
publish your page to see the photo gallery.

\ g

Photo Gallery x

‘‘‘‘‘‘‘

Advertisement Type: O Nose  Text mage

Author:
Published:

1(3)Jpg 41(2)ipg 7()ipg

8 (1)jpg 1(2).Jpg 1_smaller.jps

mﬂ

2 tzhpg 4 (1).jpg 1(M.Jprg
s | Hdlliz e EERLE

=}=Add selected images to gallery

B (1).Jpg

Select All

= 9
Insert Photo Gallery
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WordPress | Reorder Images in a Photo Gallery

Re-order Images in a Gallery:

© Click on “Photo Gallery” in the left navigation photo Gallery  wtbums
menu. Tags
) ) © Collapse menu :

» Click on the “Add Galleries/Images. S

Themes

» Choose a Photo Gallery from your list.

Generate Shortcode

» Notice the four arrow icon under “Select All." Get Pro
Grab thisjcon to move your picture up or down Featured Plugins
on the oto list. Featured Themes
» Click the “Save” button in the upper right hand e
\_ side

Select Al Bulk Actions -
ID Thumbnail ame

S 1 2013 Planning Retreat
¥

e 2 DelDHub Launch
i

0 3 DelDHub Preview
]

Select All  Bulk Actions -
# Thumbnail
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Have Questions?

Look at this guide again to make sure your question is not already covered in the material.

If you are still in need of additional help please submit a website maintenance request.
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https://gic.delaware.gov/website-maintenance-requests/

